State of Michigan
VSS User Guide for

Existing Contractors and
Consultants

Based upon Existing Vendor Guide Version 3.11
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Introduction

October 3, 2017, the State of Michigan (SOM) will begin using the Statewide Integrated
Governmental Management Application (SIGMA) financial system for SOM financial activities.
For Contractors and Consultants performing work for the Michigan Department of Transportation
(MDOQOT), this will mean very little change in the way you do business with MDOT. Prequalification
activities, advertisement of projects, bidding, award, and contracting will not be affected by the
change to SIGMA. SIGMA, will however, be the mechanism in which payments to Contractors
and Consultants are processed. Instead of using Contract & Payment Express (C&PE) to verify
and update your company information, you will be using a module in SIGMA called Vendor Self
Service (VSS) for the current C&PE functionality. The VSS allows the vendor or payee the ability
to manage account information. State of Michigan vendors currently registered in C&PE should
have received a postcard that provides information regarding VSS. Visit
Michigan.gov/SIGMAVSS for more Sigma-related information for State of Michigan vendors
of all types.

This User’s Guide is for use by Consultants and Contractors doing business with MDOT, and
provides instructions for activating an existing vendor account and viewing/modifying account
information. The document is not applicable to contracts that are administered through MDOT’s
Purchasing Unit (i.e. mowing, rest area, and Buy4Michigan contracts for routine maintenance
services and commodities)

It is your company’s responsibility to ensure that your account is activated and account
information is up to date, including contact information and bank (EFT) account numbers.

If you need any assistance with VSS, please contact the SIGMA End User Help Desk at 1-
800-856-6246.

Transitioning to SIGMA will require short term changes in payment dates to Contractors and
Consultants:

Construction Contracts

Contractor payment dates with transfer dates (date payment is authorized by Contractor
Payments Unit and transferred to MDOT’s Accounting Section for Payment) of September 25"
and 26", 2017 will be paid on Friday, September 29, 2017.

There will be no transfers from September 27" through October 2™, 2017 as the former system,
MAIN, will no longer be operational, and the conversion to SIGMA will be taking place.
Transfers resume on October 3, 2017, and payments will be made on Friday, October 6™, 2017.
After the October 3, 2017 transfer and subsequent payment, the payment process will resume
on the regular schedule.

Check the MDOT Construction Contract Inquiry site for project specific payment information.

Consultant Contracts

There will be no payments processed from September 27™ through October 2, 2017. Payments
will resume on October 6, 2017.



http://www.michigan.gov/budget/0%2C4538%2C7-157-79033---%2C00.html

Key Information

e To avoid browser compatibility issues, SIGMA VSS is best viewed with Internet
Explorer 11 and Firefox 3.5 or 3.6. Please disable your pop-up blocker in order to
access all parts of the site. Watch for browser updates in the Announcements
section of the VSS Home Page.

e Within the various SIGMA VSS pages Frequently Asked Questions (FAQS) links
are available to provide additional user information. These are located on the left
side column of the application as a link to select. When navigating from one tab
to another the frequently asked questions will update to correspond to the page
being viewed.




Section 1: Activate an Existing Account

% SIGMA Vendor Self Service

Welcome to State of Michigan SIGMA Vendor Self Service (VSS)

Click the Register
button to register a
new or existing
account

Register |
Guest Access |

R
’,g.," The State of Michigan SIGMA Vendor Self Service (VSS) system allows you, as a payee’vendwgvanm lomanage your information, view your financial transactions, view business and grant opportunities and much
> more. Click on the Register button 10 begin filing out an electronic 1o become a pay Please disable your pop-up blocker in order to access all parts of the site.
This site is best viewed with Internet Explorer 11 and Firefox 3.5 or 3.6,
*=Required | 1 oy have questions, please contact the State of Michigan VSS (SOM VSS) Support Center at DMB-Vendor@michigan gov or 1-888-734-9749. The State of Michigan VSS (SOM VSS) Support Center Office Hours are
8:00 AM until 5:00 PM EST, Monday-Friday.
* User ID
A Contacts
* Password
03292017 Click on link below to view the list of department contacts.
Test UAT Announcement
Login | View All Announcements
A nt
Passwoed Reset

Forms and Reference Documents

Click on a form below to either save it to your desktop or open it in Adobe

e OM VS Vandor Regisiation

mom VSS Vendor Existing Account Activation User Guide
&OM VSS Grantee User Guide

Forms used by Foreign payees

o Certificate of Foreign Status of Beneficial Owner for U S Tax Withholding (Form W-SBEN)
rnns ferww irs gov/pulirs-pdéfwBben pdf

Cetificate of Fmelgﬂ Status of Beneficial Owner for U S Tax Withholding and Reporting (Entities)
* (Form W-8BEN.£) ) hitps /v s govipubirs-pdffwBbene pdf
o Centificate of Foreign Person's Claim for Exemption from Withholding (Form W-8EC1)
hitps vewew irs gov/publirs-pdffwBeci pdf
. Ceﬂl»cale of Fmeugﬂ Govermment or other Foreign Organization for U.S. Tax Withhokding (Form W-
SEXP, firs- pif
. F)(ompbon Foom '\tholch\g on Ci on for (and Certain D Personal
Alion dndividual Eosm.8233) hiosd eodiitaidod

Help  ContactUs

Step 1.1 Select Register to activate your existing account.

Step 1.2 Select Accept Terms to accept the agreement or Reject Terms to reject the

agreement.

VSS returns to VSS Home Page when Reject Terms is selected.




— - S

ettucysigart | Cantatuy

" Memorandum of Agreement

| e
!)Z' SIGMA Vendor Self Service gov amichige ASH 7225 6065800 el e michioes govialconbscicomect

2 Privacy Report | ContactUs

= 2 s .

Ll Registration Tips

Bact ' Next I
Welcome, New

Aready registered? Cick ece 1o login Omenwise. click Nexd to continue

View Frequently
Asked Questions

Assembie the folowing information before continuing

* Information on each locaion (first location entered will be considered the Headquarters
« Tax 1D Number
+ Legal Business name
« DUNS Number
+ Afree number issued by Dun & Bradstreet for each business focation
« Call toll free at 838-814-1435 to obt; our
+ Indicate that you are dong busines:
« Contact Informabon (name, address, em:
’ ount ASTENiSirator (person responsiie for your account
+ Ordering

« Payme
* Descripbons of your products and senvices (for example. Commodity codes!

Step 1.3 Select Next to continue or Back to return to previous screen.

The next steps will verify that you have an existing account in VSS. By activating the
account you will become the primary administrator of the account. Additional users can
be added later.

Step 1.4 Use either of the two (2) fields under Company Search or Individual Search
to enter your information.

Step 1.5 Select Search to search for an Existing Account.

VSS displays results for your existing account.




If no results are found, refer to instructions in Section 1. New Vendor Registration of

the VSS Vendor Registration Guide.

¥ SIGMA Vendor Self Service o michigen gov o michigan gov 15072055055~ 00 M s g g contyciuoreect

Privacy Report | ContactUs

. T
L Search for an Existing Account/Results Found
Welcome, New nol yau hawe one Vow il not ba abi 10 Crrant 0 new oot ong ahedty s e acoout s Cand B deaqgrated 43 B comparty of mowdual based o the mlormation you v

Taspayer Weatibeaton Nomber | % Legal Business Name

Search

OoR
« Individual Search e
Last Name AND  Lastd digts of 35N

Search

The following exists for the information you entered

Vendor Number  Legal Business Name Alias/DBA Name  Activated?
CVD0EIG  COUNTY OF SHIAWASSEE Mo Cliek here fo activate your sccount

Yes, but it is already registered —» Click the "Contact your Admanistrator” link to determine who you need fo contact for access.
Yes, but it is not yet regestered = Click the "Click here to activate your sccount™ link to begin the process for activating your account
Yes, but not my business location ——— (lick the "Add Business Location” link to add your business lecation.

Yes, bul the regiatration is akready in progress — Click the “Click 1o continue registration” link 1o login and continue activating your account

No, registes now. Click the "New Registration” button to create # vendor code and account.  New Registration

Step 1.6 Select the Click Here to Activate Your Account link.
VSS transitions to the Account Verification page.

Follow Account Verification instructions shown on screen.

Step 1.7 Enter your State of Michigan Contact & Payment Express (C&PE) User ID as

your temporary VSS password.

Note: User IDs may be obtained on the C&PE Home page at

https://mainfacsp.dmb.state.mi.us/payee/serviet/us.mi.state.eft.WelcomeServlet by

clicking on the Forgot Your User ID? link.

If you were not a Contract & Payment Express user or need assistance, please contact

the Vendor Customer Support Center at 1-888-734-9749 to obtain a temporary
password to claim your account.

Step 1.8 Select Submit.



https://mainfacsp.dmb.state.mi.us/payee/servlet/us.mi.state.eft.WelcomeServlet

1 ¥ SIGMA Vendor Self Service ‘ow michigan gov ‘w michigan govimcontrctoonnect A5417-225-R55 - 90 e mchigan govmonactiomedt

Privacy Report | Contact Us

3’ Account Verification, e e

Veador Verfication Password tane

Keadquarté’s

Accout Administrator  Passwords are set b

Principal Contact
Ena

roee

Addbonal Rescurces § informaben

Conen Bagiaranen ‘ [

+ As you complete wach step and move fo the next steg the system will check for #ror
iFthare are eerors:
+ Anotéication message will be displayed at the top of the page
+ You must cormect the errors indicated before coabineing to the nest step.
+ Rdditondl Help can be found in e frequently Asked Quesbon acoessible kom the ieh hand navigabion bar

VSS transitions to the My User Information page.

Step 1.9 Enter your User Information in General Information section. Required
information is identified by an asterisk:

KASIGMA Vendor Self Service . igan gov/ms 85417205 50555 00 nemi. ‘www michigan govimicontractconnect

5;6“ My User Information (oo | [owa ] [ ] A

Welcome, New
Craate your user B0 here. You will De assigned the rose of Primary ACCount Administrator. Please see e Frequently Asked Quessons for additional details abxut the Primary Account

AGEURECITaRON 10l
Vi

Asked Queslions

Dluser itormznon +» General Information é
Venty and Submd Registration

“User 1D (case sensitrve) :

[User 10 should be between 1303 15 Characters in leng® |
*First Name :

“Last Mame :

“Email :

"Re-enter Email
“Phone : | Ext.

- YOOK-H000K

XA XHK-HO0K




Step 1.10 Enter your Password information in the Password section.

Passwords must be between 8 and 16 characters. Password must contain a number,
an upper case letter, a lower case letter and one of the following symbols: @ $ # %.
The password cannot contain the User ID and it cannot contain the word password.

Step 1.11 Select Next to continue.

#{SIGMA Vendor Self Service www.michigan.gov_ go A541,7.226 50553 00 himml www.michigan.gon

Privacy Report | ContactUs
A e

Re-enter Email

Phone Ext

Welcome, New

« Password é

Password (case sensitive) :

Re-enter Password :
* Security Question ; v
Security Answer (case sensitive):
‘Re.enter Security Answer :
indcates a required field

Addtional Resources & Information:

* As you complete each step and move (o the next step, the system will check for errors.
1 there are errors:
+ A notification message will be displayed at the top of the page.
* You must correct the erors indicated before continuing 10 the next step.
= Additional Help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

VSS transitions to Verify & Submit Registration page. User access privileges are
displayed for your account.

Note: The five (5) red messages shown are informational messages only, not severe
errors.

Step 1.12 Select Submit Registration to continue.

v




;:J SlGM A Vendor Self Service www.michigan.gov waw.m . goviimicontractconnecti0 4541,7-225- 5055800, htm! www.mic} jovimicontractconnect

Privacy Report | ContactUs

You have 5 messages

i

1: Information : User ac n changed to Account Ad

Welcome, New

View Frequently
Asked Questions

User

O Verify and Submit
Registration

Cmﬂﬂww-ml Back

Click the ‘Submit Registration’ button 1o compiete your registration. You may review your registrabion price 1o submitting & by chcking on the 'Back’ bution or navigating through the registrabion pages on the lefl menu.

Sabsmit Registraton

Additional Resources & Information:

c;nunmmml Back

« As you complete each step and move 1o the next step, the system will check for errors,
If there are errors:
* Anotification message will be dispiayed at the top of the page.
+ You must corect the errors indicated before continuing to the next step.
+ Additional Help can be found in the Frequently Asked Questions accessible from the left hand navigation bar.

VSS displays the VSS Thank You! Page.

Step 1.13 Access the VSS link to return to the VSS Home Page.

P"»j S|GM A Ve ndOT Se” SEWiCe winw.michigan.gov www.michigan.gov/micontractconnecti0 4541,7.225-5055800.hml www.nichigan.govimicontractconnect

- Privacy Report | Contact Us
Y
k Thank You!

Wekome, ey Congratulations, you have completed the registration process. You may now login to VSS using the User Name and Password you just
created

View Frequently

Asked Questions

10




%4 SIGMA Vendor Self Service s

Welcome to State of Michigan SIGMA Vendor Self Service (VSS) e Comactis
N Bolicies
L) The State of Michigan SIGMA Vendor Self Service (VSS) system allows you, as a payesivendoigrantee, to manage your information, view your financial transactions, view business and grant opportunities and much
more. Click on the Register button 1o begin filing out an electronic application 1o become a payeeivendor/grantee. Please disable your pop-up blocker in order to access all parts of the sie
This site is best viewed with Internet Explorer 11 and Firefox 35 or 3.6
"= Required | f you have questions, please contact the State of Michigan VSS (SOM VSS) Support Canter at DMB-Vendor@michigan gov or 1:856-734-9749. The State of Michigan VSS (SOM VSS) Support Center Office Hours are
8:00 AM until 5:00 PM EST, Monday-Friday.
User ID
] Announcements Contacts
Password
03292017 Click on link below to view the list of department contacts.
Test UAT Announcement
Login Vigw Al Announ s

Agency Conta
Forms and Reference Documents

Click on a form below to either save it to your desktop or open i in Adobe

Register
Guest Access

Form

« Ceetificate of Foreign Person's Claim for Exemption from ¥

ips 5 gov/publirs-pdffwiec pdf

« Certificate of Foreign Govemment o oth

SEXP) hitps Avwre s govipubirs p

o Exemption From Withholding on C sation for (and Certain Dependent) Personal
ol Alion individual.(Eosm. 8233 b N

ithholding (Form W-8ECY)

11




Section 2: View and Modify Your On-line Vendor Account

Step 2.1 Enter your User ID and Password in the User ID and Password fields.

Step 2.2 Select Login to continue.

24 SIGMA Vendor Self Service A
Welcome to State of Michigan SIGMA Vendor Self Service (VSS) tem o Comatls
= Bolcies
);.,’4 The State of Michigan SIGMA Vendor Self Sarvice (VSS) system allows you, as a paj o manage your view your financial transactions, view business and grant opportunities and much
— more. Click on the Register button to begin filing mmelewmkanlaﬁmlomapaymmlgrme Pteas.dsaueywmuodmhms«mmnmﬂmm

This site is best viewed with Internet Explorer 11 and Firefox 35 or 3.6

*= Required | 1f you have questions, please contact the State of Michigan VSS (SOM VSS) Support Canter at DMB-Vendor@michigan gov or 1:858-734.9749. The State of Michigan VSS (SOM VSS) Support Center Office Hours are
800 AM unti 5:00 PM EST, Monday-Friday.
* User ID
A it Contacts
* Password
— 03292017 Click on link below to view the list of department contacts.
. Test UAT Announcement
Login View Al Announcements
Agency Contacts

Forms and Reference Documents

Click the Regis}
button 10 registel
new or existing

account
Register m&miium&mmumm

Click on a form below to either save it to your deskiop or open it in Adobe

Guest Access M VSS Vandor Existing Account Activat o
3OM VSS Grantee User Guide
Forms used by Foreign payees:

* Cartlicat of Fosign Stats of Banskcial Ouer or U S Tax Wi (Forn W-SBEN)

Lits. gov/pubits b0 pdf
. Cw»me ol Fomgn smus of Beneficial o.mer for U.S Tax Withholding and Reporting (Entities)
orm W-8BEN-E) 3 govipuble i
. Ce«l»cato ol Fovdgﬂ Perwﬂ s Clam for Exempl»on from Withholding (Form W-8ECT)

« Ceriicate of Foreign Gmmmenm  other Foraign O forU'S. Tax ing (Form W-
) bitps / mmeem
. Enmp«m From wmm on for (and Certain D+ Personal ™
AionJodiidualEomm. 8233, ios. i ol

VSS transitions to your Account Summary screen.

12




Step 2.3 Select the vertical scroll bar on the right side of your screen to review your
Account Summary for Announcements, Primary Account Administrator, Account

Information, EFT Information and more.
m.mxnnﬂn,mv ‘micontractconnect

‘micontractconnect04541,7-225-50558-00.htmi

%4 SIGMA Vendor Self Service wwwmichigan.gov. wwwmichigan,
Home | Help | Accessible Help | SiteMap | Privacy Report | Logout
l‘l‘
: Catalog Grant € Grant
Attachments |  W-8 Forms

Financial
Service Areas |

Account Information

Business Types |

Addresses & Contacts | | Commodities |

Business Info |

Welcome, Lawson

Account Summary

w Freq

v Announcements

Type Date Message

23| o | CT

+ Primary Account Administrator

Email : HarmisD21@michigan gov
Ext:

Primary Account Administrator : Lawson \\
Phone : 5

« Account Information

Step 2.4 Select the Business Info tab.

Step 2.5 Select the vertical scroll bar on the right side of your screen to review your My
Business Information for Headquarters Information, Organization Information, Legal

Name Information, 1099 TIN Information and more.

13




|
154 SIGMA Vendor Self Service gov wen 541.7.225 6055800 homi T ——

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout

Account Information

Commodities

Summary Business Info Addresses & Contacts | | Business Types |  Service Areas Attachments.

y Business Information A

Uptse | Yiew Penang Changes v,%-qunamw,| C‘r\;ew'wl A8 Busiaess Locston Pending Changes :

+ Headquarters Information

Headquarers Legal Name : Lawson Woodzr Franchise Account : No
Headquarters Account Code : V 29 Headquarters Web Address
1099 Status : Yes Catalog DUNS
Taxpayer ID Number : 211331100 Catalog Extended DUNS

Taxpayer 1D Number Type : EIN

» Organization Information h

Step 2.6 Select the Addresses & Contacts tab.

Step 2.7 Select the vertical scroll bar on the right side of your screen to review your
Addresses & Contacts for Payment and Ordering. You can also create new or update
existing addresses and contacts on this page as well as view pending changes.

[£SIGMA Vendor Self Service $41.1 736 5055800 o) s mict
) Home | Help | Accessible Help | SiteMap | Privacy Report | Logout
3,‘:‘,“
:-'-7 Account Information
Welcome, Lawson Summary |  Business info Addresses & Contacts Users | Commodities | Business Types | Service Areas |  Attachments |  W-8 Forms
Addresses & Contacts A
Address ID Address l’y-pe Address Principal Contact EFT Status Prevent New Ploc@sslng Active From Active To 'QMIHQ chunges
ADOO2 Billing 1901 Canal St Lansing, MI, 48922-0001 Lawson Woodard No 03312017 ViewJoe
AD002 Payment 1901 Canal St Lansing, MI, 489220001 Lawson Woodard No 033172017 Viewiups
AD002 Ordering 1901 Canal St. Lansing, Mi, 489220001 Lawson Woodard No 03312017 VIRWUpC
ADO02 Web Registrar 1901 Canal St. Lansing, MI, 48922-0001 Lawson Woodard No 03312017 View/Upc
I I I Assign/Create Addresses & Contacts I View Pending Additions |
Update Addresses
Address ID Address Pending Changes v
1901 Canal St. Lansing. MI, 45922-0001 ViewiUpdate View Pending Changes
2>

14




Create a new Ordering address.

Step 2.8 Select Assign/Create Addresses & Contacts.

L SIGMA Vendor Self Service Q0% 541,7.226 50658 .00 html werw.mich

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout

Account Information ZLELEE] o] Catalog P Grant

Welcome, Lawson Summary | Business info Addresses & Contacts Users | Commodities Business Types | Service Areas |  Attachments |  W-8 Forms

Addresses & Contacts A

Existing Address & Contact Assignments

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

ADOO? Billing anal St Lansing, MI, 489220001 Lawson Woodard No 0X312017

ADOO2 Payment 1901 Canal St, Lansing, MI, 43922-0001 Lawson Woodard No 037312017 ViewUpc
ADOO2 Oraering 1901 Canal St. Lansing, MI, 48922-0001 Lawson Woodard No 0312017 ViRwIUpC
AD002 Web Registrar 1901 Canal St. Lansing, M), 48922-0001 Lawson Woodard No 03312017 ViewUpc

I I I Assign/Create Addresses & Contacts I View Pending Additions |

Update Addresses

Address ID Address Pending Changes
ADOO2 1901 Canal S1. Lansing. MI, 45922-0001 YiewUpdate i Pending Changes

L >3 3

VSS transitions to the Addresses & Contacts Update page.

% SIGMA Vendor Self Service v mcgan T ——_— 4501.7.225.50558— B0 himi. S

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout

Account Information JESUTTTETRY b H £ Catalog Grant Grant

Welcome, Lawson Summary ] Business Info ] Service Areas [} Attachments |

valdated according to postal standards i prompted. review the changes and choase ethar the address you entered or e one that

Next | Cancel

View Frequently

Asked Questions

« Address Types

"Active From Active Te Default Record DepartmentDivisien Additional Address Information
Account Administrator E D
] Ordering | s |
Payment By E3
| gilling /| i
« Address

‘Address ID : Find I

*Street 1 :
Street2:
*City
*State/Province : | v
*Zip/Postal Code :
Country Name : |United States of America |

County : v
*Phone : Ext:

Step 2.9 Select the Address Type (ex: Ordering, Payment, or Billing).

15




Step 2.10 Enter Active From date in Address Types section.
Step 2.11 Enter Address information in Address section.

Step 2.12 Select Next to continue.

% SIGMA Vendor Self Service R el e R
Home | Help | Accessible Help Site Map Privacy Report Logiout
Account Information Financial Business O Catalog Grant Of Grant
Welcome, Lawson | Business Info Addresses & Contacts | Commodities | Business Types 1 Service Areas | Attachments | W-38Forms
View Frequently
Asked Questions
Next I Cancel
’l ! « Address Types

Active From Active To Default Record o Address

0Dooa@
oooao

« Address
agaressio:[ | Find
*Street 1: (2100 Windsor Avenue
Street 2
*City : {Lansing
State/Province : | Michigan )

Zip/Postal Code : 48922
Country Name : | United States of America v
County v
Phone

KAL XA EARA:

VSS validates the address entered against an external database of valid postal code
standards. A Postal Code Standards message is presented at the top of the screen.
The system defaults to the Corrected Address as shown by the check mark. You have
the option to use the Original Address as entered or accept the Corrected Address
option.

Step 2.13 Accept the Corrected Address format or check mark the Original Address
format.

16




R SIGMA Vendor Self Service ‘morw michigan gov. swaw michigan £541.7.225-50558-—. 00 i

Home | Help | AccessibleHelp | SiteMsp | Privacy Report | Logout

(AR
'f_:- Account Information JRELCTTEH] i Busi e/ i icit Catalog Grant it Grant A

Welcome, Lawson 1 Business Info Addresses & Contacts | Commaodities | Business Types | Service Areas | Attachments | W-8Forms
View Frequent! « Address

Asked Questions

S 11
‘agdressio:[ Find |
Street 1 : [2100 Windsor Avenue
Street 2 :
*City : |Lansing
*State/Province : | Michigan v

ZipiPostal Code : |48922

Country Name : |United States of America v
County : v
"PhoRe i [ ere 5oy Ext
DUNS ;

Extended DUNS :

CAGE Code :

< - |Lansing

wasersvmes - Michigan
rr==T===T

Step 2.14 Select Next at top of page.
VSS transitions to the Step 2 of 3 for Assign/Create Addresses & Contacts page.

Step 2.15 Enter required Principal Contact information in Principal Contact section if
new contact. If Principal Contact is same as existing contact, use the Find key to
search for and select same Principal Contact.

Step 2.16 Select Next to continue.

17




‘ %4 SIGMA vendor Self Service - t 45417275 50558 80 himi —

Home ble Help | Site Map | Privacy Report | Logout
o
Yol
o Account Information JZERUER Business Catalog Grant Grant
Weicome, Lawson Summary |  Business Info Addresses & Contacts | Commodities | Business Types Service Areas |  Attachments |  W-8 Forms

Nex(l Back | Cancel

« Address Types

Active From Active To Default Record DepartmentDivisien Additional Address Information
Account Administrator |

| Ordering

[
Payment |
Buing [

« Principal Contact

Princrsal Contact D | Asermate Phone

*Contact Name : | Andre Woodard Alemate Phone Extension
Titie/Role Fax
Permissions Fax Extension
Authorized Representate Ahernate Fax
€mail:[HarrisD21@michigan go' Aternate Fax Extension
Correspandence Type v

English Spoken - [/

578-3333

“Prone
X XXX

Prone Exteasion

VSS updates Addresses & Contacts section for Address Type, Principal Contact ID
and Address ID.

KA SIGMA Vendor Self Service oo, A341.7.33 50338 00 o

Home | Help | Accessible Help | Site Map | Privacy Report | Logout

LE B Financial T

Catalog Grant Opportunities  Grant Applications

Welcome, Lawson | Business info C i Business Types |  ServiceAreas |  Attachments | W3 Forms

Address Type Active From Active To Address ID Address Principal Contact
Ordering oam07 ADOOS 2100 Windsor Ave. Lansing. MI, 43922.0001 Andre Woodard

T[22 2 e

» General Information

Adaress Type : |

Deguartment  Division
Active From ;[ Adamonal Address informstion

Active To

Default Record : [ ]

~ Address

o J—
swreet s [ County: [ ]
sweet2 Phons |

18




Step 2.17 Select the vertical scroll bar on right side of screen to see Principal Contact
updated information. (Vertical scroll bar not shown on screen shot below, but should

display on your screen.)

wwew michigan pov

%1 SIGMA Vendor Self Service

25417225 50558 00 bimi

Home | Help | Accessible Help | Site Map

AR
i
" Account Information EFUERIT

Privacy Report

Business

Legout

Welcome, Lawson Summary 1 Business Info

Default Recorg
\iew Frequents
Asked Questions

» Address

Address 10 !
weat1: 2100 Windsor Ave

Street 7 i

oy

ROR——

ZipiPostal Code

Addresses & Contacts [

Catalog

Commodities 1

comty [T
Prons |
Prame Extension: |
DUNS [

Extended DUNS

CAGE Code |

Business Types

Grant

Service Areas | Altachments | W-8 Forms

« Principal Contact

Principal Contact I
Principal Contact
Titie/Role

Permissions |

Phone
Phone Extension

AMternate Phone Exteasion

Alternate l'nnn.[
[

Authorized Representative

Email
Correspondence Type

English Spoken: [

Fan ’7
FasEatension: [
ARemate Fax ’7
Alternate Fax Extension

Step 2.18 Select Save to continue.

%{SIGMA Vendor Self Service

Home

T35 50358~ 00 b

Help | Accessibie Help | Site Map | Privacy Report | Logout

Account Information JEEETISN] Business

Catalog Grant

Summary | Business Info

Addresses & Contacts 1

Business Types | Service Areas | Attachments | W-8 Forms

Assign / Create Addresses & Contacts - Step 3 of 3

Address Type Active From Active To Address 1D Address
v Ordering 04112017 AD00E

[First ] [Fre ] [Rexc] [ast]
_Save | Back | Cancel

Principal Contact

2100 Windsor Ave. Lansing, Mi, 43922.0001 Andre Woodard

« General Information

Departmant | Division

ORI YP——

» Address
Asgress 0 | Country
Street 1 | County - [
sweatz: |

Phane
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VSS updates the Addresses & Contacts tab with new contact information.

Step 2.19 Select View Pending Additions to see pending Contact information.

5 SIGMA Vendor Self Service s michigen gon 43417225 50558 90 heri

s | Commodities | BusinessTypes |  Service Areas |  Attachments |  W-8 Forms

Existing Address & Contact Assignments

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

D002 Baing 1901 Canal St Lansing. Mi. 489220001 Lawson Woodard No 03312017 ViewlUpdate View Pendng Changes
AD002 Payment 1901 Canal St Lansing, Mi, 48922-0001  Lawson Woodard No 03312017 ViewlUpdate View Pendmg Changes
D002 Orderng 1901 Canal St Lansing, MI, 48922-0001 Lawson Vioodard No 03312017 ViewUodate View Pendng Changes

AD0O2 Web Registrar 1901 Canal St Lansing. MI, 48522-0001  Lawson Woodard No 03312017 View/Update View Pending Changes

I I I Assign/Create Addresses & Contacts View Pending Additions

Update Adcresses

Address ID Address Pending Changes

AD002 1901 Cana St. Lansing. MI. 43922-0001

[ o] [t [ Yoy |

Update Contacts

ViewUpdate View Pending Changes

Contact ID Contact Name Contact Address Pending Changes

PCO02 Lawson Woodard 1901 Canal St Lansing. Mi, 48522-0001

[rest] o] [Nert] Frost|

VSS displays View Pending Additions — Addresses & Contacts information.

Step 2.20 Select Back to exit the page.

¥ SIGMA Vendor Self Service wwn mchgan gov waw michigan goviimicontractconnact £541,7-225-50558.— 00 hmi waw michigan govimicontractconnect
Home | Help | Accessible Help ‘ Site Map | Privacy Report | Logout
G
/‘:.' ;. Account Information JELELEENR i Business ( it i Catalog Grant it Grant
Welcome, Lawson Summary |  Business Info Addresses & Contacts Users | Commodities | BusinessTypes | ServiceAreas | Aftachments | W8 Forms

puteast — \iew Pending Additions - Addresses & Contacts

Address Type Active From Active To Acddress ID Address Principal Contact Status
v Ordering 04112017 AD0OS 2100 Windsor Ave, Lansing, MI, 45922.0001 Andre Woodard New Change

e TG )

The next few steps provide instructions on modifying/updating existing address
information on the Addresses & Contacts page.
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Step 2.20.1 Select View/Update link in the Update Addresses section for the address
you wish to modify/update. (The Payment Address is used in the example.)

%{SIGMA Vendor Self Service sow mchgan gov 2 5417205 558 00 o s michgan govimcent ackconnect

Home | Help | AccessileHelp | SiteMap | Privacy Repot | Logout

Account lnformation JEUSEER] X Business Solicitation Catalog Grant

Wekome. Lawson Summary |  Business info Addresses & Contacts Users | Commodites | BusinessTypes | ServiceAreas |  Aftachments | W8 Forms

Addresses & Contacts

Existing Address & Contact Assignments

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes
ADOO2 Biing 1901 Canal St Lansng. MI, 45922.0001 Lawson Woodard No 0¥
ADOD2 Payment 1901 Canal St Lansing, MI, 459220001 Lawson Woodard No w7
ADOO2 Ordering 1901 Canal St Lansing. M|, 489220001 Lawson Woodard No L
ADOG2 Web Registrar 1901 Canal St Lansing, MI, 453220001 Lawson Woodard Neo Ll
ADOOS Ordering 2100 Windsor Ave, Lansing. MI, 489220001 Andre Woodard No Wt

Assign/Create Addresses & Contacts View Pending Additions

Update Addresses

Address 1D Address Pending Changes

ADOO2 1901 Canal St Lansing MI 48522-0001 ViewlUpdate View Pendng Changes

ADODS 2100 Windsor Ave, Lansing, MI, 43922-0001 Viewlpdate \iew Pending Changes
Update Contacts

VSS transitions to the View/Update Available Address page.

Step 2.20.2 Modify the address as necessary. (The Street 1 Address will be changed to
2100 Canal St in the example.)
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woww michigan

%{SIGMA Vendor Self Service

‘wearve michigan

AS41,7-225-50358— 00 hami.

www michigan

Home | Help | Accessible Help | Site Map | Privacy Report | Logout

Account Information JELELETY

Business Info

Summary

Addresses & Contacts

View/Update Available Address

Welcome, Lawson

Save I Delete I Cancel |

« Address Information

Address 1D

) T

1901 Canal St

*Street 1
Street 2
City : |Lansing
*State/Province : | Michigan v

48922-0001

United States of America

*ZipiPostal Code :
*Country

County

*Phone :

DUNS

Extended DUNS :

CAGE Code :

Step 2.20.3 Select Save to save change.

www.michigan gov wvrw michigan

Catalog

Grant O

|  Business Types

4541.7-225-50558.

00 hbml

‘weww michigan

Grant

Service Areas

¥{SIGMA Vendor Self Service

Home | Help | AccessibleHelp | SiteMap | Privacy Report | Logout

Financial T O

Grant O

Grant

Attachments

Account Information

Summary | Business Info Addresses & Contacts

View/Update Available Address

Welcome, Lawson

View Frequents
Asked Questions

Save | Delete | Cancel I

« Address Information
Address 10 : [
*Street 1: | 2100 Canal St
Street 2
*City : |Lansing

*State/Province : | M

chigan

[+8922-0001

Zip/Postal Code :
*Country : | United States of America
County :

*Phone : Ext:

DUNS :

Extended DUNS :

CAGE Code :

Catalog

Commodities
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Business Types

Service Areas

Attachmenits

W8 Forms

W-8 Forms




VSS transitions to the Addresses & Contacts page and places a check mark in the
Pending Changes field. Updates to your account will be reflected after VSS has
completed its routine automated update cycle. The automated update cycle runs every
two (2) hours 8 AM to 5 PM EST State of Michigan business days.

¥ S\GMA'J»IVHH' Self Service wew mechigan gov AS41.7-225-50358— 00 bt - 20v

Home | Help | AccessibleHelp | Site Msp | Privacy Report | Logout

‘{: PRSSUTEY Financial Transactions  Business Opportunities  Solicitation Responses  Catalog Grant Grant

Welcome, Lawson Summary | Business nfo Addresses & Contacts Users | Commodities | BusinessTypes | ServiceAreas |  Attachments | W3 Forms

Addresses & Contacts

Existing Address & Contact Assignments

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

ADOG2 Biling 1901 Canal St Lansing M1 489220001  Lawson Woodaed No 033172017

ADOO2 Payment 1901 Canal St Lansing, ML 489220001 Lawson Woodard No 03312017 ViewlUpdate View Pending Changes
ADOO2 Ordenng 1901 Canal St Lansing. MI_ 48922-0001 Lawson Woodad No 03312017 g
AD0O2 Web Registrar 1901 Canai St Lansing, ML 439220001 Lawson Woodard No 03312017 ViewUpdate View Pending Changes
AD0OS Ordenng 2100 Windsor Ave, Lansing M, 42922.0001  Andre Woodard No 0411172017 Viewlpdate  View Pending Changes

| AssigniCreate Addresses & Contacts | | View Pending Additions |

Update Addresses

Address ID Address Pending Changes
AD0O2 1901 Canal St Lansing, MI, 439220001 v ViewMpdate View Pending Changes
ADOOS 2100 Windsor Ave, Lansing, MI, 48922-0001 ViewAjpdate \View Pending Changes

[P wesc] [rast]

Update Contacts

Step 2.21 Select the Users tab.

Step 2.22 Select the My Profile link on the left navigation panel to view your Account
Profile.

M SlGMA Vendor Self Service www.michigan.gov www.michigan.goviimicontractconnect/d 4541.7-225-50658-— 00 htm! www.michigan.govimicontractconnect

Home | Help | Accessible Help | SiteMap | Privacy Report | Logout

= Account Information JZLFLLE PP P Catalog Management  Grant Opp Grant App

Summary | Businessinfo |  Addresses & Contacts Commodities | Business Types | Service Areas |  Aftachments | W-8 Forms

Account Users

User ID First Name Last Name Access Level Account Status

Lawson01 Lawson Woodward Account Administrator Active ViewModify Delete

S ¥ S
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VSS transitions to My Profile page.

The My Profile page is used to view or modify your account for General Information,
Security Hint, Email Notification types, and Access Levels. Modify is used to make
edits/changes. Password Reset is used to change your password.

K{SIGMA Vendor Self Service o michinan oy, s michigan A T S -

Home | Help | AccessibleHelp | Site Map | Privacy Report | Logout

b A
)
JF‘ LTI L LD Financial Transactions  Business Opportunities itati Catalog Grant O iti Grant
Welcome, Lawson Summary | Business Info I Addresses & Contacts Commodities ] Business Types | Service Areas I Attachments | W-8 Forms
View Frequentt H
S My Profile
Select the Moy buticn below to updaie your user informaton

«» General Information

- Security Hint

Security Question : Weat is your favarie color?
Security Answer - Sesssssssssss

+» Email Notifications

Registration : [/
Account Maintenance : /]

Recent Fanancial Transactions - /]

v Access Levels

Primary Access Level : Account Admin

Optional Access Levels : Cre

—
Create Solctaton Response Submit Response Query Tax Information l l

Password Reset | Modify

Step 2.23 Select the Account User link to navigate back to Account User page.

VSS displays the Account Users page.
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